
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

As you are aware, the Kentucky Human Resource Information System (KHRIS) 
will go-live in January 2009. This system will replace and consolidate the 
existing human resource systems including personnel administration, payroll, 
benefits and the benefits billing systems. With that said, training will play a vital 
role in the successful deployment of KHRIS.  The KHRIS project training team 
is currently working with each agency implementation lead to identify those 
individuals who will require agency HR training, which begins November 3, 
2008. 
 
The KHRIS project training team is in the process of developing the schedule 
for each module being trained.  Once the schedule is finalized it will be 
distributed with instructions on the registration process. 
 
In the meantime, if at anytime you have any questions or concerns, please feel 
free to contact my office. 

Thank you! 

-KHRIS Training  
-Involuntary Transfers  
-Returning Retirees  
-Detail to Un-Graded 
-MOS Chart Reminder 
-Previous State Service  
 Form (Due to HB1) 
-Deduction Processing in  
 KHRIS 
-Payroll Schedules 
-Employee Update 
-Multilingual Premium 
-Veterans Preference  
 Procedures 
-Deferred Compensation  
 Expo 
-Cabinet Directory 
 

Involuntary Transfers: 
The Involuntary Transfer Sample Letters and Checklist have been recently updated removing the 
finance regulation from each. Please refer to these new documents starting on page 14 in Chapter 5 
of the Procedures Manual for Personnel and Position Actions on our website at the following link: 
http://personnel.ky.gov/NR/rdonlyres/BFBAE57A-AD60-4533-B672-3FE936BC717A/0/pers5s1.pdf  

Returning Retiree/Resign to Reappoint: 
[Under the provisions of KRS 61.637, as amended by HB1, if the employee is already retired, has a 
resignation and is reappointed, even without a break in service, that employee would be considered a 
“newly reemployed retiree” and would not be allowed to contribute to KRS and would fall under the 
provisions of HB1.] 

-Effective September 16, 2008 the Authorization for Returning Retirees form will be replaced by 
the Member and Employer Certification Regarding Reemployment form. This is the same form 
currently required by Kentucky Retirement Systems (KRS). As always, this form will be available on 
our website in the Forms Library on the homepage as well as under HR Administrators/Personnel 
Information/Personnel-Related Forms at the following link: 
http://personnel.ky.gov/NR/rdonlyres/B4C0C99C-A432-4F94-824C-C640F5033EAC/0/Form6751.pdf . 
Upon appointing a returning retiree, this form will need to be completed and sent to both KRS and the 
Personnel Cabinet. 



 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Detail to Un-Graded: 
Effective immediately, actions detailing an employee to an ungraded position will be allowed without 
the restriction of a five percent (5%) salary increase. The salary requested must be justified in the 
Explanation of Duties on the information sheet in the 12:050 paperwork. 

Transferring Months of Service Reminder: 
Due to a recent influx of calls from employees and HR Administrators regarding months of service and 
leave balance transfers, we are re-posting the below chart for your convenience. This chart can also 
be found on our website under HR Administrators/Personnel Information at the following link: 
http://personnel.ky.gov/NR/rdonlyres/3C3F9EE9-D8DD-4270-B72D-
4507FD6A4B60/0/TransMOSchart.pdf. Please feel free to contact us if you ever encounter an agency 
not listed and/or need further clarification. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Deduction Processing in KHRIS: 
 
When KHRIS, is implemented in January of 2009, the way deductions are processed and 
garnishments are calculated will change in compliance with federal and state laws. 
 
These changes will primarily affect employees who have deductions for orders of wage garnishment, 
deferred compensation, pretax group health insurance, and flexible spending accounts. 
 
In the current system, which has been in place since 1982, the methods of calculation require all 
pretax deductions, such as health insurance pretax premiums, flexible spending contributions, and 
deferred compensation, be given first priority in deductions.  This means that these items have also 
been exempted in the calculation of disposable wages for garnishments.  It unfortunately also results 
in situations where a pretax deduction might be made in full, but the legally required taxes cannot be 
collected against the payment. 
 
Once implemented, these changes may affect the net payments of some employees, particularly 
those with pretax deductions and garnishments.  KHRIS will process these payroll items in the 
manner set forth by applicable laws and described below:  KHRIS will withhold legally required 
deductions (employee retirement contributions) and required payroll taxes (Social Security and 
Medicare Taxes, Federal Income Tax, State Income Tax, and Local Income Tax), followed by court-
ordered wage assignments (such as Federal Tax Levies, Child Support Orders, and Orders of Wage 
Garnishment), prior to withholding any voluntary deductions, such as Flexible Spending Account or 
Deferred Compensation deductions. 
 
For example, in the current system, an employee who has deductions for deferred compensation, 
pretax health insurance, and a flexible spending account would have those items deducted prior to the 
calculation and deduction of a garnishment.  However, starting with the December 16-31, 2008 
payperiod (the check received January 15, 2009), KHRIS will make the correct calculation of these 
deductions.  The following example demonstrates how the calculation will differ between the current 
system and KHRIS: 

(continued next page) 

Previous State Service Form (Due to HB1): 
Due to the conditions of HB 1, it will now be required that employees returning with previous state 
service (not retirees) complete a Previous State Service Certification form. This new form is available 
on our website in the Forms Library of the homepage as well as under HR Administrators/Personnel 
Information/Personnel-Related Forms at this link: http://personnel.ky.gov/NR/rdonlyres/BEC7EEF1-
DAE5-49E8-97DD-A80419F88AC7/0/PrevStateServCert091008.doc  

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CURRENT   KHRIS  
Gross Wages:  $1,525.00   Gross Wages:  $1,525.00  
     
Exempted:   Exempted:  
Federal Income Tax  $     43.06   Federal Income Tax  $     43.06  
State Income Tax  $     45.15   State Income Tax  $     45.15  
Local Income Tax  $     26.68   Local Income Tax  $     26.68  
Social Security & 
Medicare  $     92.23   

Social Security & 
Medicare  $     92.23  

Deferred Compensation  $   150.00   Retirement  $     76.25  
Retirement  $     76.25     
Group Health Insurance  $   180.69     
Flexible Spending Acct.  $     62.50     
     
Disposable Wages:  $   848.44   Disposable Wages:  $1,241.63  
Exempted Earnings 
(75%)  $   636.33   

Exempted Earnings 
(75%):  $   931.22  

Non-exempt Wages:  $   212.11   Non-exempt wages:  $   310.41  
Amount of garnishment:  $   212.11   Amount of Garnishment:  $   310.41  
     
Calculation of Net Pay:   Calculation of Net Pay:  
     
Gross Wages:  $1,525.00   Gross Wages:  $1,525.00  
Retirement  $     76.25   Retirement  $     76.25  
Social Security & 
Medicare  $     92.23   

Social Security & 
Medicare  $     92.23  

Federal Income Tax  $     43.06   Federal Income Tax  $     43.06  
State Income Tax  $     45.15   State Income Tax  $     45.15  
Local Income Tax  $     26.68   Local Income Tax  $     26.68  
Garnishment  $   212.11   Garnishment  $   310.41  
Group Health Insurance  $   180.69   Group Health Insurance  $   180.69  
Flexible Spending Acct.  $     62.50   Flexible Spending Acct.  $     62.50  
Deferred Compensation  $   150.00   Deferred Compensation  $   150.00  
Credit Union Deduction  $   225.00   Credit Union Deduction  $   225.00  
Voluntary Deduction  $     15.00   Voluntary Deduction  $     15.00  
Charity (KECC)  $     10.00   Charity (KECC)  $     10.00  
     
Net Pay:  $   386.33   Net Pay:  $   288.03  

 
 
In situations where an employee has a voluntary pretax deduction that is so large that required payroll taxes 
cannot be made, our current system makes the deduction and shorts the taxes.  In KHRIS, the required 
deductions will be withheld and the voluntary pretax deduction will not be withheld if there is not enough to 
pay it after paying the legally required taxes and deductions.  In the example below, an employee has a 
large deferred compensation deduction that, when withheld, results in underpayment of legally required 
payroll taxes.  In the current system, the taxes have gone underwithheld.  In KHRIS, the system will 
recognize the deduction is too large to be withheld and the system will recalculate the payment and will not 
make the deduction, since there is not sufficient pay to support it and meet the legally required taxes and 
deductions: 

(continued next page) 



 

 
 
Gross Wages  $   950.00   
   
Deferred Comp Election $885.00   
   
Taxes should be:   
   
Federal Income Tax  $      9.29   
State Income Tax  $      1.93   
Local Income Tax  $     16.62   
Social Security & 
Medicare  $     69.04   
   
Retirement  $     47.50   
   
CURRENT SYSTEM   
   
System Calculates Net:   
   
Gross Wages  $   950.00   
less   
Retirement  $     47.50   
Deferred Compensation  $   885.00   
Social Security & 
Medicare  $     17.50   (short) 
Federal Income Tax  $          -     none  
State Income Tax  $          -     none  
Local Income Tax  $          -     none  
   
Net payment  $          -     

 
As you can see in the above example, the system withheld the entire deferred compensation amount but 
did not pay the required taxes on the amount.  In KHRIS, the system will calculate the taxes based upon the 
deduction.  When the calculation returns a negative net figure (including the legally required taxes), it will 
recalculate the payment without the deduction, since it cannot be made and still withhold the taxes. 
 
KHRIS  
  
System Calculates Net:  
  
Gross Wages  $   950.00  
less  
Retirement  $     47.50  
Social Security & Medicare  $     69.04  
Federal Income Tax  $      9.29  
State Income Tax  $      1.93  
Local Income Tax  $     16.62  
subtotal:  $   805.62  

 
(continued next page) 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

At this point in the calculation, there is not enough pay left ($805.62) to support the deferred compensation 
deduction of $885.00.  Therefore, the deferred compensation deduction will not be withheld and the system 
recalculates the payment, based upon the changes in taxation due to no deferred compensation deduction 
being made, and determines the net pay: 
 
Recalculates Net:  
Gross Wages  $   950.00 
less  
Retirement  $     47.50 
Social Security & Medicare  $     69.04 
Federal Income Tax  $   102.88 
State Income Tax  $     36.27 
Local Income Tax  $     16.62 
Net Pay:  $   677.69 

 
 
Testing to see which employees currently would be affected by these changes is not possible in UPPS 
because UPPS does not support the programming changes that would be necessary to run the calculations 
against payroll as they will be done in KHRIS.  Such testing on current data also would not capture those 
cases which may occur in the future for employees whose pay is garnished or who sign up for large pretax 
deductions that exceed what their pay will support.  It should be considered that any employee with a 
garnishment and pretax deductions will see some change in his or her net check from the way it is presently 
calculated.  Any employee with a large pretax deduction that is currently resulting in the underpayment of 
payroll taxes will also see the results described above. 
 
Agency payroll officers who have questions regarding this information may contact the Payroll Branch at 
(502) 564-6883.  A condensed version of this information will be distributed to employees in 
October.



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Employee Update: 
 
We are very happy to announce that Jim Lambert, the Classification and Compensation Branch 
Manager, has returned to work full-time after extended medical leave. However, Debbie Parido will 
continue to process Non Merits, so please continue to contact her on those issues. 
 
Classification Specification Revisions: 
 
The Classification and Compensation Branch will be making revisions to Class Specifications for 
conversion to KHRIS. The Commonwealth has Class Specifications that combine Education and 
Experience in one section:  for example-- EDUCATION & EXPERIENCE:  Sufficient education and 
professional level administrative experience which would assure the knowledge, skills and abilities to 
accomplish agency objectives. Revisions to these Class Specifications will involve separating the 
Education and Experience requirement.  Classification and Compensation Branch employees will be 
contacting agency users of the Class Specifications requiring revisions. 
 
Processing of Multilingual Premium: 
 
Effective October 1, 2008, the Personnel Cabinet will begin reviewing requests for Multilingual Pay. 
The process for approval of Multilingual Pay will be as follows: 
 

1.) The Agency must complete the Request for Approval of Multilingual Premium Per 101 KAR 
2:034 Section 9 (3) form and forward it to the Personnel Cabinet, Classification and 
Compensation Branch, for review. This form is available on our website in the Forms Library on 
the homepage and under HR Administrators/Personnel Information/Personnel-Related Forms 
at this link: http://personnel.ky.gov/NR/rdonlyres/9722783B-3157-42C4-9AEE-
149F04115A11/0/MultilingualPremiumForm091608.doc  

2.) The Classification and Compensation Branch Manager will then contact the Agency (by email) 
indicating approval or denial of the request. Upon approval, the Classification and 
Compensation staff will then send the approved form to the Processing and Records Branch 
for processing of this action. 

3.) The Processing Consultant assigned to the agency will contact the HR Administrator to explain 
processing and PD procedures for this premium. 

 
*If assistance is needed in locating a testing facility or organization, please contact the Classification 
and Compensation Branch Manager at 502/564-6832. 
 
 (see regulation on next page) 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

101 KAR 2:034, Section 9 (3).     
 
      (3) Multilingual hourly premium. 
 
      (a) Upon request by an appointing authority, the Secretary may authorize the payment of a 
supplemental multilingual hourly premium for an employee who is assigned to complete work duties in 
a specified foreign language. An employee completing work duties in a specified foreign language 
shall receive a multilingual hourly premium based on the percentage of time multilingual skills are 
performed. 
 
      (b) Language proficiency testing shall be completed prior to an employee receiving the multilingual 
hourly premium. Testing shall indicate a standard level of multilingual proficiency as required by the 
appointing authority. 
 
      (c) An appointing authority shall submit the multilingual premium request to the Personnel Cabinet 
in writing. The request shall contain, at a minimum: 
 
      1. An explanation of the reason or reasons for granting the multilingual premium; 
 
      2. The percentage of time the employee will use multilingual skills; and 
 
      3. Certification by the appointing authority that the employee has completed multilingual testing 
and received a standard level of multilingual proficiency rating. This certification shall include the 
name of the testing facility or organization, the format of the test taken (oral, written, or a combination 
of oral and written), and the level of proficiency granted in the request for the multilingual premium. 
 
      (d) Once authorized, the multilingual hourly premium shall apply to all employees in that agency 
who are regularly assigned to complete work in a specified foreign language once the employees are 
individually approved in accordance with this subsection. 
 
      (e) An employee shall not receive a multilingual hourly premium after reassignment, 
reclassification, transfer, promotion, reallocation, or demotion to a position which no longer requires 
work in a specified foreign language. 
 
      (f) An employee who ceases to perform work duties in a specified foreign language shall not be 
eligible to receive a multilingual hourly premium. 
 
      (g) The Secretary may rescind the multilingual hourly premium authorization provided to an 
agency or individual employee at any time. 
 
      (h) The multilingual hourly premium shall not be considered a part of base pay or wages. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Personnel Cabinet Veterans’ Preference Procedures 
 
Purpose 
In order for the Personnel Cabinet to ensure consistency and compliance with the offering of 
interviews for veterans on each register the procedures contained within this process were 
established.    
 
Application 
This procedure applies to each register certified to an agency on or after July 21, 2008. 
 
Authority 
101 KAR 2:066 
Personnel Memo 08-18 
Cabinet Procedure 
 
Identify Veterans for Interview 
Each register certified to a state agency for employment consideration will contain a “V” in the 
“VETERAN STATUS” column for each candidate that has provided the Personnel Cabinet the 
necessary documentation to verify their veteran status.   
 
Offer Veterans an Interview  
An agency shall offer an interview to at least five (5) candidates identified as a veteran on a register.  
If there are fewer than five candidates identified as a veteran the employing agency shall offer an 
interview to all candidates who qualify for veterans’ preference. 
 
Documentation of an Offer or Interview 
The four HR statuses to use to document veteran compliance with this procedure; 
 

• “Interview Declined”  
• “Interviewed” 
• “Previously Interviewed” 
• “No Response Received” 

 
Previously Interviewed is to only be used when there are five or fewer veterans on the certified 
register and the an employing agency has previously interviewed the individual entitled to Veterans’ 
Preference for a job vacancy in the same classification, the same work county and by the same 
employing agency within the previous six (6) months. 
 
No Response Received is to be used when you have attempted to contact a veteran by leaving a 
voice mail message or sending an e-mail message and the employing agency receives no response 
within five business days. 
 
Reminders 
-Veterans’ preference does not supersede reemployment candidates 
-Certified register report is the official document for identifying veterans with preference status 
(documentation verifying a veterans status must be received by the Personnel Cabinet BEFORE the 
certification of a register to qualify for preference) 
-Certified letter to offer an interview is not a requirement 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


